Request: Request to End Teleworking — Manager Manager

NOTE: If the worker requested to end teleworking, please go to the 3. Typeendtele in the Request Type box

section Review Request by Employee to Stop Teleworking on Page 3.

Create Request

NOTE: If you are requesting to end your own teleworking agreement,
please refer to the Request to End Teleworking — Employee job aid. ReguestType® | endield

If you, as the manager, are completing the Request to End Teleworking
on behalf of the employee, please complete Steps 1-13 below. 4. Click

ENTER REQUEST TO END TELEWORKING FOR A DIRECT —up
REPORT = L

Create Request

1. From the Workday Home Page, click on the Requests worklet

RequestType *  x Request to End Teleworking

Welcome,
e

=
Announcements = Applications
4items 11 items

Annual Vacation Buyout

You are eligible for the Annual Vacation

Buyout! Your participation is voluntary; but,

Time Absence Expenses =
< Request to End Teleworking
/;\“E OFF"  Paid Time Off Validation
/ To assist in tracking time off related to g
S >
— COVID-19, we've created several new report...
= Request to End Teleworking
A

Talent and Safety
Effective November 1, overtime eligibl... Performance If you are the employee, please enter the date below that you would like 1o end your Telework Agreement (last day to telework) and ‘Submit the process for your request to be

-

Cancel

@ 5. Review the instructions

W
\\‘\!\}E};

s
2 B
o

reviewed by your manager.

You will have the option to be paid straight
time for hours taken as vacation, compensa... . . .
e If you are the manager submitting on behalf of a worker, please enter the date below for the worker's last day 1o telework, click ‘Submit, and then go to your Inbox to complete
x= the finalization step to close the request
" NOTE: ALL DOT OWNED EQUIPMENT MUST be returned to the office upon termination of a Telework Agreement.
View More Requests Personal Team Time

For additional information, click here to link to the lowa DOT's policy on Telework (this link will only work while on the DOT network).

6. Selectthe Direct Report option.

2. Inthe Actions column, click Create Request

< Requests Is this request for yourself or for one of your direct reports? (Required)

Actions View
@ Direct report

My Requests
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Request: Request to End Teleworking — Manager Manager

7. Enterthe LAST day the employee will telework. 10. Enter the name of the Worker

Note: This field is not marked as Required but MUST be
completed when you request to end teleworking on behalf of a
W /DD /YYYY [ direct report.

What is the last date to Telework? (Required)

Close Request

Request Process : Request to End Teleworking : Ron Reichter (o)

8. Click
*#** Since you entered this request to End Teleworking for a direct report, please MAKE SURE you enter the worker's name in the "Worker” field
below, along with the required "Resolution” field. ***
enter your comment
I—- Request Request : Request to End Teleworking : Ron Reichter Worker =

RequestType  Reguestto End Teleworking

Request Subtype =
AttaCh m ents RequestDate  06/24/2020 07:29:40.424 AM
N . R Resolution * =
equester on Reictiter
Drop files here
Resolution Details =
or
Submit Save for Later Cancel . . . .
11. Click in the Resolution box and chose an option

a. Denied indicating the worker should continue teleworking
9. Click the Review button
b. Done approving the request

You have submitted

c. Duplicate indicating the Request has already been submitted

Request Process : Request to End Teleworking :

Up Next Do Another
Resolution * | Eearch =

. Create Request —
Ciose Reques Denied

e / Resolution Details

Review DCHE‘
> Details and Process Duplicate
12. Click

13. The employee will be notified of your decision via Workday Notification

Note: You will need to work with the employee to ensure all DOT
owned equipment is returned.
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Request: Request to End Teleworking — Manager Manager

REVIEW REQUEST BY EMPLOYEE TO END TELEWORKING 4. Click the Resolution box and choose an option

If you are reviewing a Request to End Teleworking made by the a. Denied indicating the worker should continue teleworking

employee follow the steps below: b. Done approving the request

1. On yourhome page, click the inbox icon c. Duplicate indicating the Request has already been submitted

sy o« o .

Denied

Resolution Details

Done

2. Select the request from your Actions list

Duplicate
i At 5. All other fields can be left blank

Viewing: All Sort By: Newest - 6 C | |C k su b m It

Request Process : Request to End Teleworking :

7. The employee will be notified of your decision via Workday Notification

12 minute(s) ago

Note: You will need to work with the employee to ensure all DOT
3. Review the information on the form owned equipment is returned.

Close Request
Request Process : Request to End Teleworking Actions
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